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Profile 

I am an industrious professional with over six year’s experience. A personality that thrives on new challenges and learning curves, I look forward to being employed in an environment conducive to growth and open to change. 
As a self-motivated individual my objective is to achieve professional excellence through this opportunity to join a prestigious organization, where I could use my experience and skills in and grow with the company.  

Professional Experience 

Kurban Tours – DMC Arabia (Travel & Tour Company), UAE

IT / Contracting Executive
April 2013 – To Date 

Software & Hardware issues, maintenances on a regular period for the company computer systems. Maintenance and classification of Contracts & updating of HOTEL rates to a bespoke software system (TourPlan) which reflects on the online web page & full time online support being provided. 
In the course of the year have successfully trained 2 employees to carry out the contracting work flow (Maintenance and classification of Contracts & updating of HOTEL rates to TourPlan which reflects on the online web page & full time online support being provided) which has resulted in the smooth flow of work & boost of business due to the systems being organized. 
Reservations Agent (B2B&B2C)
Responds to communications from guests, travel agents, and referral networks concerning reservations arriving by mail, telephone, fax, or through a central reservation system. Creates and maintains reservation records-usually by date of arrival and alphabetical listing prepares letters of confirmation and promptly processes any cancellations and modifications
Online reservations made have a short timeframe to process with the booking. Coordinating with agents for their helpdesk/finance related problem

Reaching out to agents to increase their transactions. Activation of Inactive agents

Receptionist & Human Resource Assistant

Handling the front office with walk-in clients & suppliers solving all customer suport to my fullest. Receiving calls on a average of 50 per day from counter parts & clients, suppliers with having experience in customer solving skills. Filing all necessary contracts & keeping a good track record of the company progress yearly in the system & manually. Continuously have helped the management with the recruitment process of short listing candidates, final selection and other necessary related HR activity, stock intake of necessary daily stationary & distribution orderly.

HSBC PLC – Sri Lanka

AML Investigation Officer

October 2008 – April 2013 

Analyzed enhanced client due diligence documentation as part of the HSBC Private Banking KYC process and in the carrying out of investigations of suspicious activity, covering three business regions (HSBC Middle East, HSBC UK, HSBC Colombo & Maldives).

Filing suspicious activity reports with the relevant Financial Intelligence Unit

Customer activity monitoring Program, designed to track unusual activity of clients which filters & submits unusual activity of customers. From which I have to cross check & make a report about the customer’s legitimity of funds & if the funds don't match the customers profile (Know Your Customer)

I also have been assigned the task of audit - a first level investigator (Screening First Level - Which monitors suspicious activity) once have completed a report I audit the individuals work to deliver 100% quality.
Acting Assistant Manager, Operations

Managing a team; actively adhering to Compliance & procedures, being an excellent investigator in the field of AML, Train Staff according to business requirements, Maintain Quality Checks on a monthly schedule, 

Managing the Team

The main regulators so far I can remember are UAE Central Bank, Securities & Commodities authority, National AML commodity, AUH finance public prosecution & FSA.

Back Office Operations / Customer Service Executive (CSE)
2 years of experience in data entry & Customer service directly involving with customer complaints over the PHONE & Quarries. 
Education 

January 2013   Institute Of Personal Management. Sri Lanka

Currently I’m following a Degree in HR (PQHRM)

May - November – 2011 Institute Of Personal Management. Sri Lanka

Certificate Course in Human Resource Management 
Foundation Course in Human Resource Management

17th Oct 2008    British Informatics of Computer Technology (BICT)
Diploma in Hardware Engineering

27th March 2006   IDM Computer Studies Pvt Ltd 

BTEC – BDip.ICT – Diploma In ICT

2006 – 2008
General Certificate Examination – GCE (Advance Level) Sri Lanka








Specialized in Accounting

2006 – 2008
AAT Accounting Qualification



(Introductory Diploma in Accounting and Business) Level 2
2005     General Certificate Examination - GCE (Ordinary Level) Sri Lanka
Skills
Accounting - Studied the Association of Accounting Technicians accounting course until stage two.

AML – advanced due diligence and investigative skills, World check background screening tool 

Training – trained employees in AML including the analysis of customer type and suspicious activity

IT - Microsoft Office Suite, Windows Operating System, HTML, VISUAL BASIC, FRONT PAGE

Languages Spoken

English  – Native 

Tamil   – Fluent 

Sinhala   – Fluent  

Arabic   – Basic

Interests 

Also have been actively involved in CSR - Community Service Projects Been in the HSBC football - soccer team 4 a period of 1 and half years.

Best performances of the year for 2011 - HSBC

Every month a workshop is being conducted by the team manager to refresh our knowledge and on a weekly basis an update is cascaded of the recent AML and compliance changes. During my time of service I have attended 3 workshops based on Time Management, Team Building and Co-ordination, Work Flow Efficiency.
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